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MONTANA STATE GOVERNMENT RETENTION AND DISPOSITION SCHEDULE 
 
Schedule for:  COUNTY APPRAISAL/ASSESSMENT RECORDS 
  (and Department of Revenue, Property Assessment Division Records) 
 
Record Series Title and Description 

Owner-
ship 

 
Retention and Disposition 

 
Citation/Comments

1   ADDRESS CHANGE NOTIFICATION 
a      Department of Revenue copy 
 

State  
a Retain 3 years, destroy 
 

15-1-103, MCA 
 
 

2   ASSESSMENT NOTICE/STATEMENT:       
PERSONAL PROPERTY 
a      Department of Revenue copy 
b      County copy 

 
 

State   
 
a Retain 3 years, transfer to 

county 
b Retain 7 more years; 
   destroy 

15-1-103, MCA 
15-1-104, MCA 

3   ASSESSMENT NOTICE/STATEMENT:       
REAL ESTATE 
a      Department of Revenue copy 
b      County copy 

 
 

State  
 
a Retain 3 years, transfer to   

county 
b Retain 30 more years; 
   destroy 

15-1-103, MCA 
15-1-104, MCA 

4   ASSESSMENT NOTICE/STATEMENT:       
UNDELIVERABLE 
a      Department of Revenue copy 

 

State  
 
a Retain 3 years, destroy 
 

15-1-103, MCA 

5   ASSESSMENT ROLL/BOOK 
Lists all property within the county and 
includes name to whom the property is 
assessed; description of the land; taxable 
personal property; assessed value of the real 
estate, of improvements, and of taxable 
personal property; total assessed value and 
taxable value of all property; taxes and fees; 
and total of each type of tax, levy, fee. 

 
a      Department of Revenue copy 
b      County copy 

 

County  
 
 
 
 
 
 
 
 
 
a Until superceded; replace 
b Permanent 

15-8-701, M.C.A. 
 
This record in this 
form is obsolete 
and is now kept 
primarily on 
computer—see also 
Property Tax 
Record 
 
 

6    BUSINESS REPORTING FORMS 
a      Department of Revenue 

 

State  
a Retain 3 years; destroy 

15-1-103, MCA 

7    COUNTY TAXABLE 
VALUATION/CERTIFIED TAXABLE 
VALUE 
a     Department of Revenue copy 
b     County copy 
c     District copy 1

State  
 
 
a  Retain 3 years; destroy 
b  Permanent 
c  Permanent 1

15-1-103, MCA 
in county’s budget 

 
 1Each  distrct should keep a copy permanently unless it is inclued in the county’s budget document 
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MONTANA STATE GOVERNMENT RETENTION AND DISPOSITION SCHEDULE 
 
Schedule for:  COUNTY APPRAISAL/ASSESSMENT RECORDS 
  (and Department of Revenue, Property Assessment Division Records) 
 
Record Series Title and Description 

Owner-
ship 

 
Retention and Disposition 

 
Citation/Comments

8   HAIL INSURANCE POLICY 
Montana State Hail Insurance Program. 
a      Department of Revenue copy 
b      Department of Agriculture copy 

 

State  
a Retain 3 years, destroy 
b Permanent (transferred to 

State Archives after 7 
years) 

 

15-1-103, MCA 
 
 

9   IRRIGATION DATA FORM 
Includes acres irrigated, water source, type of 
system, number of pumps and pumping 
capacity of each, major crops grown, etc. 
a      Department of Revenue copy 

 

State  
 
 
 
a Retain 3 years; destroy 

15-1-103, MCA 

10   IRRIGATION WATER COST 
PRODUCTIONS QUESTIONNAIRE 
The Department of Revenue is required by 
law to gather allowable water cost 
information on irrigated land; the 
information collected on this questionnaire 
is input on the “Irrigation Data Form.” 
a      Department of Revenue copy 

 

State  
 
 
 
 
 
 
a Retain 3 years; destroy 

15-1-103, MCA 

11 IRRIGATION WATER COST 
WORKSHEET 
Includes water cost category, irrIgation 

type, base water cost/acre, individual energy 
cost/acre, total water cost/acre, etc. 
a      Department of Revenue copy 

State  
 
 
 
 
a  Retain 3 years; destroy 

15-1-103, MCA 

12   MANUALS 
Assessment manuals, NADA guides, tractor  
manuals, etc. 
a      Department of Revenue copy 

 

State  
 
 
a  Retain 3 years; destroy 

Non-records 

13  MAPS:  BOOKS 
Variously known as Classification books, 
Plat books, Land books, Lot books, STR 
(Section – Township – Range) books, 
Subdivision books, Tract books. 
a      County copy 

 
 

County  
 
 
 
 
a  Permanent 

 

 
 
 
________________________________________________________________________________________
County Appraisal/Assessment Records Schedule             2      
 



MONTANA STATE GOVERNMENT RETENTION AND DISPOSITION SCHEDULE 
 
Schedule for:  COUNTY APPRAISAL/ASSESSMENT RECORDS 
  (and Department of Revenue, Property Assessment Division Records) 
 
Record Series Title and Description 

Owner-
ship 

 
Retention and Disposition 

 
Citation/Comments

14    MAPS: SANBORN INSURANCE 
COMPANY 
a     County copy 

 

County  
 
a Permanent 
 

May be offered to 
the State Archives 

15  MILL LEVIES: CERTIFIED MILL 
LEVIES 
a     Department of Revenue copy 
b   County Clerk and Recorder copy 

State  
 
a Retain 3 years; destroy 
b Permanent 

15-1-103, MCA 

16  MILL LEVIES:  PROPERTY TAX MILL 
LEVIES 
a     Department of Revenue copy 
b  County Clerk and Recorder copy 
c  County Superintendent of Schools copy 
d  District(s) copy  2
e  Department of Administration copy 
f  Office of Public Instruction copy 

State  
 
a  Retain 3 years; destroy 
b  Permanent 
c  Until superceded;destroy 
d  Permanent2

e  Transfer to State Archives 
f  Retain 8 years; destroy 
 

 
 
a  15-1-103, MCA 
b  in county budget 
e  in county annual 

statement 

17  NET PROCEEDS 
a     Department of Revenue copy 

State  
a Retain 3 years; destroy 

15-1-103, MCA 

18    PROPERTY RECORD CARDS 
Include detailed description of each piece   
of property and the buildings thereon. 
a      Department of Revenue copy 

State  
 
 
a   Until superceded; 

replace 

This record in this 
form is obsolete 
and is now kept 
primarily on 
computer; older 
versions may be 
offered to County 
or State Archives. 

19   PROPERTY TAX RECORD 
Lists all property within the state and 
includes name to whom the property is 
assessed; description of the land; taxable 
personal property; assessed value of the real 
estate, of improvements, and of taxable 
personal property; total assessed value and 
taxable value of all property; taxes and fees, 
and total of each type of tax, levy, fee. 
a      Department of Revenue copy 
b      County copy 

 

County  
 
 
 
 
 
 
 
 
a Until superceded; destroy 
b Permanent  

15-8-701, M.C.A. 

This record used to 
be kept in the 
assessment 
roll/book, but is 
now kept primarily 
on computer—see 
also Assessment 
Roll/Book 

 
 

2 Each  distrct should keep a copy permanently unless it is inclued in the county’s budget document 

 

 
Rev. 1.1 Date:  9-2004 
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MONTANA STATE GOVERNMENT RETENTION AND DISPOSITION SCHEDULE 
 
Schedule for:  COUNTY APPRAISAL/ASSESSMENT RECORDS 
  (and Department of Revenue, Property Assessment Division Records) 
 
Record Series Title and Description 

Owner-
ship 

 
Retention and Disposition 

 
Citation/Comments

20  REALTY TRANSFER CERTIFICATES 
(RTC) 
a     Department of Revenue copy  3 

b    County Clerk and Recorder copy  4 

c     DNRC 5
-yellow copy 
-pink copy (“DNRC Water Right 
Owner-ship Update” form) 

State  
 
a 10 +  3 

b 0  
c –4mos.; destroy5 

 -Permanent 5 

 
 

 
a   15-7-304 – 308,    

MCA 
b   Should not keep  

copy 
c   85-4-423 – 424,    

MCA 
 

21   STATE BOARDS:  INDUSTRIAL 
ACCIDENT BOARD 
a      County copy 

 

County  
 
a  Retain 30 years; destroy 

Obsolete records, 
no longer being 
created 

22   STATE BOARDS:  STATE BOARD OF 
EQUALIZATION 
a      County copy 

 

County  
 
a  Retain 30 years; destroy 

 

23  TAX ASSISTANCE:  AFFIDAVIT OF         
VETERAN DISABILITY 
a      Department of Revenue copy 

State  
 
a  Retain 3 years; destroy 
 

15-1-103, MCA 
15-6-211, MCA 

24  TAX ASSISTANCE:  APPLICATION 
FOR PROPERTY TAX ASSISTANCE 
PROGRAM (elderly, low income) 
a      Department of Revenue copy 

 

State  
 
 
a  Retain 3 years; destroy 
 

15-1-103, MCA 
15-6-134, MCA 
15-6-151, MCA 

25 TAX ROLLS 
a      County copy 

 

County a  Retain 30 years; offer to 
State Archives 

15-1-104, MCA 

3  The Dept. of Revenue retains current appraisal cycle plus one previous cycle, but not less than 10 years. 
 
4 The County Clerk and Recorder sends the white copy of the RTC to the Department of Revenue and 

gives the pink copy to the citizen; if the RTC discloses a transfer of water rights, the County Clerk 
and Recorder, on a monthly basis, sends the yellow copy to the Department of Natural Resources and 
Conservation’s Water Rights Bureau; the citizen is responsible for sending the pink copy to DNRC. 

 
   The white copy and the yellow copy are confidential records not open to the public (15-7-308, M.C.A.). 
 
5 The Department of Natural Resources and Conservation retains the yellow copy until they are able to 

“marry” it with the pink, then the yellow is destroyed and the pink is filed in the Water Rights file 
and kept permanently. 
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MONTANA STATE GOVERNMENT RETENTION AND DISPOSITION SCHEDULE 
 
Schedule for:  COUNTY APPRAISAL/ASSESSMENT RECORDS 
  (and Department of Revenue, Property Assessment Division Records) 
 
Record Series Title and Description 

Owner-
ship 

 
Retention and Disposition 

 
Citation/Comments

 
Revisions to County Appraisal/Assessment Records Schedule 9-2004 
 
Revision 1.1 9-2004 
Section 18 – Property Record Cards 
Changed Retention and Disposition to a.  Until superceded; replace 
 
Citation/Comments – This record in this form is obsolete and is now kept primarily on computer; older 
versions may be offered to County or State Archives. 
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